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12 April 1950

o : TED Policy Committee
FROM ; Chief, hseegsment Steff

SUBJECT: Gualifiestions snd “ork Kespongibilities for the Position of
Statistical Analyst, Ascessment Steff. Preeent Rating GS-7.

i, The m}tgfimggn; for this poaition are as follows:

8. Service as a member of the ermed forces, as & high rating KOO,
duriag ¥World ¥ar II,

®. At least tuo years' employment &s an administrative or stetistical
sasistant by an intelligence agemcy of thz Umited States Covernment.

¢, ¥illing to be traimed sand tc serve, when necesssry, &2 &n adminis-
trative assistant or statistical soslyst in Washingtor hesdquarters or at
SRy overseas post, :

4. At least five years' precticel working experience involving
adminigtrative responsibilities; and duties requiring research and enclysis,
accounting, records supervision, end personnel elassificetion.

., At least two years' college credit, with emphasis in accounting and
mhthenatics.

L Successful completion of college courses in general paychology,
paychological statistics, and psychological tests and measurements.

g. Initiative, emotionsal stability, secial meturity, scphisticstien,
poise. OSensidle, practical, industricus. Pleasing, uwell-balanced per-
sonality.

h. Favorable assesament report before sssignment to position.

2-' ..if w";;‘i»ﬂzﬂ_w‘:‘ fC'I‘

a. Compiles test merms =nd =regemts such data in terms of tables,
charts, grephs, profiles, psychographs, and frequency distributions.

®. Computes product moment correlation coefflclents, &nd caleulsates
various validity and reliebility statistical indices,
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2. Davises new and ¢inplified scoring procsdurss for antitude tests,
espiclally those which are madified Lo meet agsegawmeni neede,

a, Sets up nex end revises old test and report forms.

e, Keeps the psychemetrict, jumior psychologist, and senioer psychole-
gist informed on statistical results of cases in progress, particularly
when significent deviations or trends arse being revealed,

!, 1s poised, dignified, and security-censelcus $r deeling with =11
typee of ascezsment ceees, including thoze 2t the GI-18 level,

£ Iz the sbsence of the psychometrist or jusior psychologist, earries
the duties of the psychometrist ar jumior nsychologist, aspeclally oa matters
regquiring the routine admintetration nf nsvehnlogieal tests to candidates,

h. Processes snd scorss aptituds and npeychelogicsl teets glven to
sseesament condideates requiring doth straight and interpretative scoring.

i. Mokas statistical analyses nf test 1tems for puipases of test
revisions,

3o Maintains custody of all naychnmetric tests and equipment ani fs
responsible for their nroper Qlstri¥ation. Such squipment includes stop
watches, timers, counters, ealeulators, and other expennive machines and

squiprent,

k, Participries in situ=tion-testing programe anm a straight men or
eritie,

1. ¥ritas obssrvation reports on assessment cages as & resull of his
obssrvations of them during %est segsiorns and situstiecn problems,

t W Recalives training evelumtions, and mﬁlntainn castody of ther for
research reecords and validation purposes,

a. ¥Maintains an accurats {current and historicnl) raw data log frem
which he carries out detailed statistiesl studies as directsd by the Chief,
Asseagnent Staff,

o. Submits detatled monthly nrogress reporis on teet revisione and
research studies completed.

SEGREI
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Superviges and sometimes Alrects the work of research, clerical,

snd i‘.tatiaﬂesl assistants who ave aither nevmemsntly or temmroarily assigned
to him,
2% 493
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